
FOR AGENCY USE 
Application Date 

Applicatim Number 

I Security Department I ~b-p!? 0 lW4 I P R %  fg( 
2. F’ersontoContact Working Ti t le Telephone Numb 

1. Asency Address FOR RECORDSYANAGEMENT USE 

Georgia World Congress Center 

Atlanta, Georgia 30313 Date Received 

Application Number 

Date Complleted_~ 
285 International Blvd. NW BI-I-IL( 

Evelyn Mason Controller 656-7600 
3. Action Requested 

a. 
b. 
c. 0 Amend Application No. Checkone: 0 Change; 0 Supercede; 0 Void 

IX Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

4. DatesofSeries I 5. Records Series T i t l e  IfoNowed bv title used in office: if different1 I B u i l d i n g  Key Log F i l e .  Earliest Latest 

1976 I Present 
I I 

6. Division and Office Function What i s  the function of the Division and the Office in which this record series i s  created? 

The purpose of the Georgia World Congress Center is  t o  promote, develop and service 
regional, national and international convention and tradeshow a c t i v i t i e s  w i t h i n  the 
State  of Georgia and t o  maximize economic benefits  derived t o  the S ta te  therefrom. 

The Security Department is responsible f o r  overall securi ty  and parking program f o r  
GWCC. They supervise day-to-day a c t i v i t i e s  of securi ty  and parking personnel. They 
also maintain securi ty  log reports,  assignment of keys, responding and reporting 
emergencies. 

7. Record Series Description This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documentsrelatingto: Assigning responsibil i ty f o r  and identifying the various keys 
used i n  the dai ly  operation of the Georgia World Congress Center. 

Key reg is te r  sheets which: c i t e  key number, name o f  person s ign ing  
out the key(s), date and time key was signed out,  date and time 
key was returned. 

lnduded are: 

File is arranged: Chronogically by date of l a s t  entry in to  regis ter .  

8. Monthly Reference Rate How often are records referred to which are: 

One to six months old a; Seven to twelve months old ; Thirteen to twenty-four months old 

twenty-five months and older ? 
1 of Ammulation of ReeDrdk i .* 1 P -- r e !  _,- 

; L e g h z e  drawers , Shelves . . 



~ - 
- .  =, -. ~~ - 

11. Retention Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 1 years. 
c. Federal law years. f .  Federal retention instructions years. 

Attach copy or exert of laws or regulations. Explain administrative need. 

Office Reference Requirements 

. .  

12. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
0 Calendaryear; 0 Fiscal Year; Dl Other Hold Until SSj- then, 

i s  .returned 
0 Hold in the current files area month(s) yeark); then 
0 Transfer to local holding area; hold . yeark); then 
0 Transfer to State Records Center; hold 
12p Destroy. 
0 Transfer to State Archives for permanent retention. 

Other (Specify) 

- 

yearls); then 

These instructions apply to al l  prior and future accumulations of the series. 

Recommendations in para- 
graph 12 are approved. 
(If disapproved. attach lener 

- . -  


